APPLICATION FOR RECORDS RETENTION SCHEDULE D O A ARCIVES AND LISTORY

HECORDS MANAGEMENT DIVISION
INSTRUCT IONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address . FOR RECORDS MANAGEMENT USE
Application Date Department of Education : Application Number
Office of Imstructional Services 82 — Q‘ 30
Application Number Division of Specia!. Prograr.us ) Date Received Bete Completed
g:ggggtz fgz ggggztlonal Children Section TUL 6 1082 | qUL 0 1082
2. Person to Contact Working Title Telephone Number
Linda Murphy . , Senior Secretary 656-2425

3. Action Requested
a. [E Establish Retention Schedule; record will continue to accumulate. -
b. [ Dispose of present accumulation; no further accumulation anticipated.

c. [0 Amend Application No. Check One: [ Change; O Supercede; O Void
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest .
| Present Exceptional Children Committees/Associations Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Program for Exceptional Children Section is responsible for providing
planning, consultation, monitoring and technical assistance for the 187 local school
districtsy 16 Georgia Learning Resources System centers, 24 psychoeducation centers and
16 Cooperative Education Service Agencies in the program for exeeptional children.

This unit annually evaluates the LEAs serving handicapped children to determine compliance
with the regulations and procedures governing special education, as mandated by P.L. 94-142,
Education of All Handicapped Children Act, and Georgia's Annual Program Plan for Education.
Units in this Section include: Mental Handicaps, Physical Handicaps, Georgia Learning

Resources System, Centers for the Severely Emotionally Disturbed, Federal Programs & Special
Projects and Evaluation and Assessment, P.L. 94-142.

7. Record Sefies Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: administering the Program for Except10na1 Children Section.

Included are: copies of committee/association minutes, meeting agenda, annual budgets,

correspondence and other materials related to the various committees and assoc1at1ons
dealing with the education of exceptional children.

]

File is arranged: chronologically by calendar year; thereunder alphabetically by committee/
association name.

8. Monthly Reference Rate How often are records referred to which are:
Dnetosixmonthsold . : Seventotwelve monthsold . _; Thirteen to twenty-four months old :
twenty-five months and older 7 )

9. Annual Rate of Accumulation of Records
Lettersizedrawers ________; Legal-size drawers . :Shelves ; Other fspecify}

AR—-50-7%, Rev.76 R T {Ovar)




11. Retention Requirements

a. State Law

years,

b. Statute of limitation

years.

ves | NO | 10. Ouestionnaire  {Place an “'X"' in the proper column)
8. Is this the officia! copy of the series?
X If not, where is it? ' .
X b. Does the series contain confidentiat information requiring security handling? {f yes, inte law or regulation.
X ¢. Is this a vital record?
X d. Does this series have historical or long term research value?
e. When one or two documents in the file make it necessary to keep the umre ftle for a long period, could these
X _:_Mwmnnmwly7 B R - B s
X =
g. ls the information contamed in thls series ever anaﬁmd andlor recordad ina surnmanzed report?
X " if ves, attach copy, -3 HZ S5 s
h. Is there 3 duplication of this series in your offlce or in another ofﬁce or agency?
X i yes, where?
X | i s this series for a major portion of it) regdiarly microfilmed? o
X i._Does the record series result in a computer printout?

The following requires the series to be kept:

d. Audit period

years.

e. Administrative need

f. Federal retention instructions

years,
years.

¢. Federal Iaw : years.

a4 I — e

Attach mpv or excert of laws or regulanons Explam admmlstfatwe need

— e - - t i - -

12. Approved Dispasition inﬂr"uction_s - This agenw recommends that the file senes be cut off at the end of each
BT ' ar L b Ca!endar Year O Fiscal Year; O Other .- ,

2 (X Hold in the current files area____month(sl _.'_l year(s} then\ .
O Transfer to tocal holding area; hold

year(s!,men ) S S L
] Transfer to State Records Center; hold _ ~_vyear(s); then = . . : L
O Destroy. T
8 Transfer to State Archives for permanent retention. oo T

O Other {Specify)

These instructions apply to all prior and future accumulations of the sevies.

‘| Agency Head/Designee (Signature) . -~ Records Management Officer {Signature) -

m%

v

-, Date _ -
7/9?//5
| State Records Committge (Signature)

Recommendations in para-

graph 12 are approved. State Auditor/Designee

N T

{If disapproved, attach letter
of explanation.)

Seaeq};/;ofmemsiw QI Arnel 2 jiu}

Attorney General/Designes - Z/‘ﬁég_ R

AF_50—71; Rev. 76 (Raver




